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Neverber 30, 1940 


tes My. Williem ).). Conrad, Chief, o1 


Vier Wies dulict Lehr, Granth Chief, BT scr 
Mr. Iser dclonseviteh, Section Head, 3L/ i /UscH 


Yrom? Robert w. Gmith, (Pe-}analyst, AE/e3/USoR 
Subj: Standardisation of 31 Procadures 


the following cements and recommendations are the result ef 
careful consideration of the general preblems and advantages of slandadd- 
deation of procalures within one section of BI and some related inquiries 
concerning the anttier in tha various branches of EI, Undoubtedly much 
digeussion of thia general subject has already teken place, aid parhaps 
sonething of the nature proposed below is already under active 
preparation at the division level. in any ease, the 6ele purpose of 
thege gommts and suggestions is to set forth ideas which aicht serve 
as the basis for constructive action desl ed to increage efficiency, 
Whioh, of eourge, is the real aim of standardization. 


ihe differences in procedures and practices from one oranch of 
ol te another appear to be both mumprous and major. Soma slicht 
avlifications in precetures from one branch te ancthear are unaveidable 
and necessary, ot probaly enly rerely is there adequate justification 
for major differences, he preclens invelved are at the samo time ac 
caele ani so comprehensive thet probably the only watiefactory ealuticn 
would be the oreparetion of & comprehensive <I Proeedures Manual, the 
ake BY handbook, thouch quite out of date, coald he used as a starting 


veveral factors make thia an eppertune time for such an undertaking. 
iret of 11, a new manual of standard procedurss must be prepared 
gomitine, aid ne time ie better than the present for removing any 
deficiency, regardless of persentiel shertages, time oreblema, and 
uacerteaintios as te the future, The rather clarine deck of stendardiskhten 
ef procedures in GI wlll be guite apparent to the Forcig S-rviee 
laepecters who will probatly ba inepeating EI in the aot tice distant 
fotere. Seme vleible orovress in the establishwent of an up-toedate 
proceduras manual, aimed at lapreving and standerdising procedures would 
nolp meet some oritiolems. the indoctrination of the new empieyeee who 
W211. soon be coming te SI should be elear, completo, ami generally 
uniform, but not inordinately time consuming. In some mattoare oral 
indoetrination 4a completely inadequate to ineure continued and conaletent 
chgarvance of standard procalures aul practices, to say nethiny of being 
inefficient, come houserl.aaing teek placa when oI moved into the new 
quarterg, bat some still remains to be done, and the early establishment 
of atendard procedures misht make auch housecleaning more effective by 
gauging the reguite to conferm to a high division-wide atandard, 
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the 0.58 Section has made considerabli« progrese in ita efforte 
“a latreduce uniformity and stendardization into the organization and 
meintenance procedures of ite bloegraphie card files. iNeryene whe hag 
had experienee with thease eard files would prebably agree thet their 
maintenance and use is now greatajgy facilitated by the faet that there 
hes been established definite standard protedorea, <A given anount of 
work in maintaining sad using these files ean now be done in eonsidoradly 
less tims, and at the seme time considerably better, then previously wee 
posalble.s 


iiowever, wren in the above mattore the procedures Stiopted in the 
HGSH Section might act ba found to be the moat efficient for division- 
wide use, in wideh ¢age the UGC Seation, as well es all other sections 
of BI, should adept the mat effielent preeedurea that can be devised 
ag the divielon-wlde stamwlari. Such a standard could ce determined by 
etudying prosedures in each jranch and choosing the best teoeedure in 
zach case ap the Gl atandard, or by devising a pewecedure better than 
that aotually in useatin any one branch or section, The range from the 
mout efficient tc the sagt efficient method of perforain, a given 
maintenanes or production op ration in BL is probably very great in 
some cages, ‘the aeteblishing of standard proceduray for porforning 
baele operations would probably serve te improve the quality ef work 
in BL ty refamilierising everyone with cortain fundamental principles, 
and to inereasa over-all op-rating effielengy in SI. 


ihe most effective ani efficient way tc solve many of the 
deficiencies and problema cf the various branches ig probably to prepare 
and distribute a comprehensive BI Proeedures Manual establishing 
aniforr cedures througiowt, the division, uch @ manual could be 
divided inte numbered seetions in such a way that it could be isaued 
plecem@al ag the seetlons were completed, This would alec make it 
possibile for later supplements to be inserted easily inte the manual at 
the proper point. Subsequent, ideas for improving standard procedures 
could be drafted tm any Utehelemend submitted for approval , but would 
aot be put inte practice in @he branch or section until aporeved at the 
divieion level and premulrated as part of the HL Proeadures Manual. 


the manual should have sections for administration (including 
personnel indoctrination), reviewing and precessin;, (ineludin, (las 
and Piling), production, ami misevllanccus subjects, with # tale of 
senterte and an index. It should not ba Limi ted @ivietly to the 
procedures themselves, but should elao be edueational and explanmtory 
48 appropriate, av that whtideoantribute toward individual unlerstanding 
and more willing acceptance of, end compliance with, the procedurea, 


A systematic attempt would be made to ineure that all personnel 
becam: familier with the standard preesdures and obeerved thom 
conadistently, Should an individual branch chief sincerely think his 
branch had adequate justifiea tion for modifying the stendard procedures, 
he sould prepare bis oun instruction covering the procedures in question 
using 8 format corresponding to that of the stenderd instruction and, 
if approved at the divigion level, have the modified instruction 
inserted at the proper peint jin the Bl Procedures Manvale in that branch. 
te crevent indiseriminate and unapproved medi fications of, aml noncompliance 
with, standard precedures and instructions, the intreduction te the 
ante might state trit porlotie inspections wonld be made in the various 
coranchea to Ligure that the standard proceduras were being observed in 
all cages other than those few fer which modifications had been avproved, 
it should alse be explained that past practices am. personel preforences 
would act be accepted aa adequate grounds for noncemplianes, acd that 
noncompliance should be consid red in the prenaretion of affieloney 
xeeports,. 
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jnatructiens povernin, standard oryanlsstion aut siminvienanes 
procedures for blographie ecard files, biographic folders, euk cate gory 
(position) f11cs should be issued promptly. Sbandard formate for 
guch thin. as thographie information cards (ineluding heetows), pouches, 
position carda, and certain reference earde should be established, sri 
chen heetced (marked ag “Sterdard sample") for dletrivution te all 
pergommel te be naed as guidee. the preparation ef aupplisa of certain 
fora cards for use in the various brenches sheuld oe done centrally so 
that format can be controlled and uniformity nointained. 


Though naturally the drafters of rceommendationsa for standard 
procedures would sesk to reach as much of @ consensus as possible with 
the branch chiefs before submitting the recommondations, At ahonld agt 
be mandatory that auch approvel of indivicwal branch ehief be ootained. 
The drafters wlll certeindy undertake extensive cheeks and atudics 
cefore making recosmendations, bul reagonable recomendations fer 
improvement showld not be permitted to bog down im the morass of 
disageppemsite and ditferencies now existing among branches. Yeithor 
whould continved disegraement among orench chistes and analysts and 
commaiints of personne] shortezes be permitted te block the issuance 
and implementation ef standard procedures and rejulationa., “hen a braach 
disagreas with the recommendation for standard preeedures, he should 
suumit a draft of his ow propeaal for standard procedures in the matter 
ai jasue together with a comprenensive argument supporting ite 


‘the propowed stamiardizstion shovid make it peasible fer an 
analyst to transfer from one sranca te another or to headle the work of 
ancther section temporarily with practically ne cenfusion or aifficultics 
due te discrepancies in procedures and practices, <y estaclishing the 
nost offiolent preecdures poasitle tareugwut Sf, over-all operating 
efficienry should be eoneiderably increased, thus eventually tinimizing 
the eSfaete of o-waennel akortayes or makin; potaible increased 
preguctians 


Sefere drafting is undertaken all 8% personne] sneuld be informed 
of the purpose and scape of the proposed manus] and directed te cooperate 
fully in the project with the drafters, A time echedule Shevld be sat 
and adhered to aa clesely ag possible in order te insure continuing 
precress ia, and ihe altimate cemletion of, the proyart. 
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Outline 
Jemuary 27, 1961 


119 ADMINISTHATION AND ORGANIZATION 


BI Procedures Marval «— Purpose and Seope 
AFB and BI Organisational Charts by Positions 
Stenting Committees on Procedurea 
tes of Tnyties and Authorities of BI Fesitions 
Infividual Relief Foldera 
Personnel Indoetrination and Orientation Gheek-off List 
é11 Personnel Administration 
9,1 Job Deseriptions and Work Aselgnmente 
7,2 Efficiency Reports and Performance Ratings 
7.3 Tine-Use Reporting 
9.4 Leave (Time and Attendance Records) 
& Production and Programming Records 
9 Handling Incoming Materials 
16 Handling Outgoing Hetertals 
12 Seenrity 


a Oh uk & ka ko Ft 


20-39 20 DAMS PROGESSI NG 


Delineation. of Fumetional Responsibilities of BI 
Proeeseing of Information ati Reports Regelved 
Transl iter:tion Syetems 
Alphabetication 
Description of Types of Files 
Standard Filing Procedures 
Arrangement of Individual Card Piles 
Arrangement and Maintenance of Blographia Folders 
Standard Formate Used in Date Processing 
26,1 Information Oards and Pouches 
28,2 Position Cards 
28.3 Cross Index Cards 
28,4 
28.5 


BSYRRRSERBS 


Croas Reference “ards 
Yeme Tabe 


£0~59 PRODUCTION AND SERVICES 
40 Typer of Publications, (Production Procedures and Semple Formath 
58 


40,2 ED 
40,3 mH 
40,4 — BR 
rl Wetting pig Hesciancs 
AL Types of Eiographies ~~ apples and Sxplanation 
41.2 Sources and Research (Intelligence Community Contents) 
41.3 Chroncloglea end Drafts 
Ald Classificntion Congideratt ong 
42 Preliminary and Final Editing 
43 INR Editorinl Style (HIS Exceptions) 
Ad Drefting ani Gleering Telegrams, Airgrame, ete, 
45 Spot Intelligence (Name Gheeks, Phone Requests, ate.) 


6N-69 MISCELLANEOUS 
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Instruction Yo, 2% 
Jemeary 27, 1961 


I. PURPOSE: The purpose of the BI Proesdures Menus! introdueed by thie 
instruction ie to astabliah the moet efficient procedures possible as 
standard procedures for «11 BIT pereocnel, The afm is to ineraese operating 
affielency and to stimulate interest in improving all aspects of BI work, 
pethar than to stifle or suppreas thought or initiative, The lack of 
uniform 82 procedures ani a ayelenatic method of estaltilishing wach 
procedures have resulted in extramely diverse,-and sometimes tnofficient,— 
practices in individual brenchen ani sections of BY. The isproveuent and 
atandordigation of procedures throughout 8 should prove advantageous to 
all coneerned by: (1) grestly facilitating swt improving the orientation 
ard intostrinstion o@w employeas reecive when entering BI, ant by providing 
any SY eeployee with a conventent reference from whieh he ney refresh his 
wenory at any time concerning the proper procedurse for dealing with any 
partioular problem or operation; (2) making it poestble for an analyst to 
transfer from one branch te another or to handle the work of another 
gcetion temporarily with a minimum of confusion and diffleulty; and (7) j6 
(3) dnoreasing the over-all operating effielenay in BI, thue mininiging the 
offsote of personnel shortages cr making trerescod production possible, 


It, $OGRR: The AY Proeceduros Manuel will deal with all aotivities of the 
Division of Biographia Information, though watters covered in any similar 
inatruections by a higher authority vill act be dealt with in this series 
unless | more detatled troatrent ie needed. Both substantive and 
administrative subjecta of a permanent or semi~pernanent neture vill be 
dealt with as required, 


PEQGEOURE: Haeh instruction in this aertes will be approved and isaued 
by BI/OD, The BI Procedurer Gonmittes has primary reeponet bility for drafting 
these inatrustions, and everyone in BI ie expested to cooperate fully with 

the members of that comsittes in that work, Uuaring the drafting stege the 
views of branch ohiefe vill be solietted and the views of others will be 
weldcned, and constructive suggestions an? recommendations will be 
appreciated at any time, Sach EY employer will recelve a aopy of each 
inatruction and is required to te fanilier with ite contente, tach BI anit 
will gaintein « somlete file of current instructions in the BI Frocedures 
Manuel series, The serine will be tesuad as individual ingtruetions are 
gompleted over «2 peticd of monthe ond will not be numerleslly conescutive, 

Wat will ft inte an ever-ell evutiiac, 


COMPLIANCE: In drafting these instructions a consenmus will be 
aought, but these instructions, once tasusd, will apply equally to those 
agreeing and thoe disagreeing vith theiy contents. 822 BI personnel are —; 
axpeqgted to comply, vith«bhem, aseept au modifications may be approved at the 
divieton level on the basia of adequate written justifieation from the 
branch shief concerned, oot sheaks will be made periediesaliy by 
representatives of BI/O0 te observa results and to conelder suggestions, 
Past prastices and individual preferences 411 not be sesepted as adequate 
reasons for nencomplianca, and any euch nonseepiiangs will be taken inte 
soneideration ae aporopriate in eveluating individuel performances. 
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GONPIDENTIAL 


Instruction Wo, § 
Jamary 27, 1961 


I. + The purpose of thie inatruction fe to establieh the — 
reculrement thet aach BI employee prepors and maintein « folder containing 
assenticl informetion soneerning bie position for possible use hy anyone 
vho might relieve his in thet posttiion. Such relief folders will make 1% 
possible for the suecescor in the position to benefit from the exp-rlence 
of his predeseasor, whether the trenefer of duties is unhurried and 
orderly or sufden and confused. Essential contimity can thus be salntaines 
even if there ts a gap of ae-ers), months during which the peaition may be 
vacent, During auch an interim poried the folder will be useful alse te 
thoee who may be required te perform the duties of thet position 
tempdreriiy. 


TZ, BO0PE; The individual relief folder should cantain any information 
that might be useful te a suecessor in the position—initially a@ an 
orientation aid, and later as « convenient reference-—to make if lese 
diffiew+ for him to perform the fanctiona of that position effectively 
ani with a miniems of delay and confoston. It shovld contain the following 
mintwum informationt (1) « sepy of the job desoription “or the peaition, 
supplemented if neccesary by a mere vrealietie or understemieble degeription 
of the works (2) an out Tine of the files (if ony) maintained exclustvely 
by the fnoumtent in thie positions (3) « brief sketch of ae much of the 
history of the position ae la known, including nanea of individuals ant 
dates of their tenure; (4) brief comments conserning apeciel problers 
enaountered in thie peaition, including tipe and recommendations deel gned 
to enable the suseeszor in the peaition to avoid making the seme mistakes 
and having the same diffieulties encountered by the person being relieved; 
(5) a Lint by subject (field of interest) of contsots (together with 

phone mebera) in the intelligence commnity with vhem one desks moat 
frequently in thie positions and (6) any other inform=tion that might be 
of value to « person attempting to heeome familiar with the duties of 

the pesition., 


TIT, PBROGERURE: Fach BI emplovee should prepare without delay a relief 
folder ae outlined above for hia position and mubait it te hia branch 
ehief for review ant comments. Eranch chiefs vill make suggestions 
designe’ to {norenme the velue of the folders, and if any seam to have 
been particularly will prepared, they wy wleh to bring them to the 
attention of BI/OG, Branch chiefs vill aitett their ows Individus) 
felief folders to BI/00 for reriew and coments, The inousbent in a 
position ahculd slweys be alert for ways in wich his folder ean be 
supplemented and ieproved, Folders should be reviewed and brought up to 
date et lenst every six months, and should he changed prowptly to refleot 
eny mejor changes in 2utioe or regponetbitities that say be wade, The 
individual relief foldere wight vell be incdludet in the looses lea’ notebooks 
of BI employees containing the BI Presetures Manuele. 


IY. GLASSIPIGATION: tn most sasea the intividusl relief folders will be 
slaseifled Gonfidentini due to the nature of their contents, 
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Instruction No, 6 
Jamuary 28, 1961 


I. PURPOSE: The purpose of this instruction ia to establish a standard 
and formal proaedure for the orientation end indostrination of ell new BL 
euployese, This orientstion and indootrination is designed to provide the 
few enployee with orlentation in the nesesarry ganeral administrative and 
organisational details concerning BI and en initial familiarization with, 
and indoctrination in, blographia intelligence research ard produetion 
protedures. It should aleo provide bim with an underetending of bia position 
in BI and the rele each dividton of RFB nleaye in INK and the inbeliigance 
sommmnity, The more effective this program ia, the sooner the new employee 
will begin to funetion at maxieun effectiveness in his new position. The 
abeck~off list is simply a mechanical means of insuring thet ell the steps 
neceacery for this purpose heve been completed, 


Tix, SCOPE: ‘The: orientation of new BI amployees ie designed to supplement — 
the orientation given to all new INR employees by covering briefly the major 
aspects of BI's organizetion amt operation. The oral indoatrinstion seesions 
will be relatively brief, as most of the detailed inforwation required on BI 
in general ani on the particsuler pemition of the new eumloyee can best be 
obtained from the BI Procedures Manasl and the individual relief folder for 
the position being filled by the new employee, Infermation on continuing 
training programa will be eonteatmed in «a separete Inetruction. 


Trt, rare Each nev exployse vill be given the BI orientetion 
cheok-off List wien he firet reports to BI/0C for duty, and with the 
guidance and assistance of his immediate supervisor or branch ehlef he 
should completes the ateps Listed in it within two weeks. The new empboyee 
will be briefed on the division level by BI/0C ani referred to the PI 
Procedures Mama] for further detaila, and on the branch level by the branch 
obief and referred to the individual relief folder for further detatle 
eoncerning the nev employee's specifie 4uties. The new employee can find 
the anaver to moat of his questions in these two permanent orientation and 
indoctrination referenner, and he shold become theroughly familiar with * 
the contents of beth before requesting detailed explanations from hia 
immediate supervisor or branch chief. If the new employee ia en snelyet, 

he will be given the RFB Orientation Notebook (reading file}, which contains 
additionsl background information te help him unferetand the funetions and 
working relationshlpe of the vertous parte of INE, 
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JV. GHECE~OFP L787 fnch new BI employee will complete the atarwiard 31 
orlentation and iniostrinetion prossar within tvo woeke after entering on 
duty. His demediate supervrisoryor branch chief ehowld initial the vertous 
items on the list as they are completed, After signing the ahoet to 

oortify that the pointe ligted were covered to his satisfaction and that 

the epeaifidd reference materials were wade avellebtle an’ explained to 

bis, he shold return the aligned sheet to TI/OS, where it will become pert of 
BE Bersonnel recoris, The varloue atepa should be completed in spproxisately 
the order Listed below: 


Initiale of 
Date apervi gor or 
ousleted Zranch Ohtet 


am? the 67/06 staffs 
Bq introduced to the chief of the branch to which 
acsigned ani to other peraonnel in thet. branahs 
Be briefed ty the Unit Seourlty oPftear, and become 
foniiiar with the Depertuent Security Eegulstionns 
Ue given for retention a copy of the BI Fresedures 
_ Megual, with an explanstion of ite purpose ani uses 
Le given Sowxeeke a brief oral deseription of nis reli Nee 


Be introduged to the Division Chlef, his deputy, 


duties, and of their relationgilp to the over-all 
eperations of the branch, Division, offiae (BFE), 
Bureau (10R), the Cepartment, and the intel Tdgence 
Gonmunlty; 
Be given for retention a covy of the individual 
relief folder for the position, with an 
explanation of ite purposs and usec; 
Be introduced to the other branch ehiefs, the tte aver, 
personnel of their branches, end FOU personnel; 
if an analyst, be introduced to the Office Mroater 
and life eteff, an? check out the ETE Orientation 
Rotetook (reading file); 
Complete and return to IUA/EX the IHR orientation see os 
oheek-off Lists 
if in & eupervisery poritdon, be introdueed to the ed as 
Exeoutive Direetor of THR, 
if an analyst, be intreduesd to sounterperta in the oo. 
regions] offiees of ITER, the geographic bureaus, 
and other agencies (Departmental and intelligence 
aqumunity gectagte vith whom he wlll have frequent 
gontactess 
Be iniveduead to the facuieition ent Header “orviess pera eeie 
_ personnel and facilities in LR; and 
Sign this list end return it te BI/od, cad “ 
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BI PS MA Tentative Outline 
INSTRUCTION 
NUMBER SUBJECT 
Outline Outline of Subjects 
1029 ADMINISTRATION AND ORQANTZATION 
i BI Procedures Manial-«Purpoee and Scope 
2 RFH and BI Organization and Functions 
3 BI Positions--Puties and Authorities 
h Individual Position Guides 
Ss Prececures Comittee 
10 Orientation and Indoctrination 
ik train: 
12 Offiee Regulations 
13 Security 
20 Time-lge Reporting 
ai Programing Records 
22 Production Records 
23 incoming Materials 
2h; Outgoing Materials 
36059 DATA PROCESSING | 
36 Data Processing and Ite Relation to Other Operations 
32 Screening, Evaluating, and Processing Information 
40 Transliteration Systems 
hi Alphabetisation Roles 
42 Standard Filing Procedures 


Standani Card Formats 


i3 

50 Types of Files 

S1 Information Card Files 

By Individual Card Files (within Inforzaticen Card Files} 


$3 Position Card Files 
5h Biographic Folders 
55 ‘Group Folders 

56 Other Files 

yi Sereening of Files 


E) Lending of File Nateriais 
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AI PH Tentative Cutline 


Page & 
INSTRUCTION . 
NUMBER SUBJECT 
£O«89 PRODUCTION AND SERVICES 


Deseription of Types of Publications 

Hiographic Brief (BB)--Procedures and Format 

Blographie Directory (BD)—-Procednres and Format 
Biograpnic Memorandum (BM)<«Procedures and Format 
Biogranhie Report (BR)-«Procedures and Format 

Retional Intelligence Survey (NIS)<-Frocedures and Format 
Cutgoing Messages and Correspondence 

Clearance Requirements 


Description of Types of Biographies 
Regearch=-Methade and Sources 
Chronclogies and Drafts 
Classification Considerations 
Preliminary amd Final Editing 

INR Editorial Style Manual 

NIS Sditorial Style 

Typing and Heproduotion of BI Producte 
Covering Memoranda 


Bpet Intelligence ada riot 
Spot intelligence (Non-Departmental) 


HISCELLATEGIS 


Evaluation of Post Reporting 
End-Urer Reports and Comeniations 
Collention 

Liaison with Other Agencies 


GSES é SS aAVAReASAS BSRALCSELES 


Gleasary Giessary of Terms 
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BI_ PROCEDURES MANUAL Tentative Outline | 
February 13, 1961 
INSTRUCTION 
—SUMBER : 
Outline Outline of Subjecte 
1-29 ADMINISTRATION AND ORGANIZATION 
1 BI Precedures Manual--Purpose ani Seone 
2 RFR and BI Organisaetion and Functions 
3 BI Poritions--Duties and Authorities 
4. Infividual @eideccEeieee fesition Guides 
{3 Procedures Committee | 
10 ieterkx Orientation and Indoctrination 
11 Training 
12 Office Routine (Hours, Telephones, Leave, etc.) 
13 Security 
20 Time-Use Reporting 
al Programming Records 
a2 Preduction Records 
eg 23 Incoming Materials 
ba 24 Outgoing Materials 
30+59 DATA PROCESSING 
30 Date Processing and Ite Relation to PbbéncOpenations 
3k Sereening, Evaluating, end Processing Inform-tion 
40 Transliteration Systems 
4l Aiphabetigation Rules 
42 Stamard Filing Procedures 
43 Standard Card Formats 
50 Types of Fibtes 
51 Informetion Card Files 
52 Individual Card Files (within Information Gard Files) 
53 Position Gard Filex 
Sex SwkagunpxGerd tik 
54 Riographic Folders 
56 Group Foldere 
Other Files 
57 Sereening of Files 
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BI PM Tentative Outline 


Paga 2 

INSTRUCTION 

.NUYBER..-«sBIBJEST 

60-29 PRODUCTION AND SERVICES 
60 Dageription of Types of Publications 
61 Biographie Srief (BB)--Procedures and Format 
62 Biographic Directory (BD)—-Procedures anit Format 
63 Biographic Memorandam(PM)—Procedures and Format 
64 Biographio Report (BR)--Frocedures and Format 
65 National Intelligence Gurv-y (NIS)——Frocedures and Format 
6 Outgoing Meseages and Correspondence 
67 Clearance Requirements 
70 Deseription of Types of Biographies 
71 Research--Methois and Sources 
72 Chronclogies and Drafts 
73 Claselfication Considerations 
Revktetaneyrewis take ing : 
14 Preliminary and Final Editing 
75 THR Editorial Style Manual 
76 NIs Editorial Style 

ae 7 Typing and Reproduction of & 
~ FE Covering Memoranda 

&0 Spot Intelligence & 
3 Non-Departmental Services 

90-99 MISCELLANEOUS 
$0 Evaluation of Post Reporting 
91 Edd—User Reports and Commendetiones 
92 Golleetion 
93 Liaison with Other Agencles 

Glossary Glossary of Terme 
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Instruction No. 00 
Mareh 16, 1961 


I, PURPOSE: This inatruction eatabliches a standard format ant standard 
typing rules to be observed in the preparstion of all instructions in the 
BI FM series, 


POR ‘A : ‘ Tse general format and typing rules to be 
es om ai taatsdatione in the BI 7M ce-ies are as follows: 


A. Zyping uleg: Eeech 31 PM instruction should be typed in elite type 
on black heatoss and reproduced on @" x LOL” paper. 


1. Margings Margins shouid be set ac typing will begin on the 
L3th space from the left edge of an @* x 104” heete, and end st leset 7 
spaces from the right edge, C-ntering should begin from the Sist space. 


2, Standard Headings for Instructiong! The stendard headings will 
be positioned as followa on each instruction 
a, Firct Page 


(1) The entry giving the claseifte-tion ls included cnly 
4f it is other than UNCLASSIFIED, and is placed on lines 3 and 60, centered, 
Szexxepurs in solid aaeps, and under? ined, 


(2) The entry "BYP TURES AL” begine et the left 
margin on line 5, is in solid cape, and le aplert ined. 


(2) “he entry “Ina*ruetion No, —" tegins on space 7} on 
Line §, 


(4) The mwkxy date ia written as, for example, March 16, 1961, 
ard beging on fx space 7 of line 6, 


(5) The entry "SUEJECT:” begins at the left margin on line &, 
is in solid caps, but fa not underlined. The vords deeeribing the subject, 
whieh lomedietaly follow this entry on line 8, ere in solid saps and 
under! ined, 


(6) The text of the instruction begtne on line 11 at the 
Left wargin, and will end at lenet with line 57, 


cating Parse 


(1) The entry giving the classifie:tion ia made as desorthed 
in peragraph IT.A.2.0,(1) above, 


(2) The entry "PY PM No, ." begins on espace oom Line 5, 
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tI PM Ne, 00 
. Page 2 


(3) The entry "Pace " begins on epace 7M on line 6, 


(4) The text of the tnetruotion (contirued from the 
preceding page) beging on line ® at the left margin, and will end at least 
with Line §7. 


B, Yormat! “he outline form of paragraphing and orgenialng paragraph 
heatings used and describe? in thia instruction will be observed, 


1. Fargerapbing: Normally each peragraph vill be introduced by an 
outline number or Letter end a nesding or eub-heading, and exeept for this 
neading or gubheading, only complete sentences will be used, 


2 
be brief, 
line by a colon. Majer headings ere introtuced by large Roman mmerals and 


written in capa and mrall letters, 


3. Ipdentetiont Zach sub-heading will be injtented four spaces from 
the hegimning of the immediately superior heading or sub-heading, but the 
gecond an’ suceesding line of that paragraph will begin at the left mergin, 
regardless of mam how mony spaces the firet line of the paragraph vas 


indented, 


. Line Soagingt Peragraphe will be single-spaced, with one blank 
Line Lett between each perarcraph. 


5. Ldstings within the Texts 4 series of points or items listed in 
the text may be made more eacily unjeratandabls by introducing esch item of 
the series with an Arabic numeral within parentheses (regerdleas of the imbiog 
heading or sub-heading under which 4¢ occurs), end by separsting each item from 
the next by @ coma or semi-colon, s# appropriate, -¥hen uniform alignment 
of the iteme appeers preferable, they ehould probably be srranged in the 
atanfard outline form with headings, 
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Inatruction Ko. 1 
Harch 3, 1961 


SUBIEOT: BI PROGEIJRES MANUALesPURPOSE AND SOOPE 


I, PURPOSE: ‘The purpose of the BI Procedures Manual ia to establish the 
nest Sitieient procedures possible as standard throughout BI in order to 
inevease dver-all operating efficiency and to stismlate interest and ini« 
tiative in improving all sapects of BI work. The fact that there has 
beer no upetoedate get of BI procedures and no systematic method of keep~ 
ing then currant has caused existing procedures to be frequently ignored 
and haw reaulted in extremly diverse--and semstimes ineffiaient-- 
practices in individual branches and seoticns ef BI, 


The improvement and standerdization ef procedures throughout BI 
should prove beneficial to all concerned by facilitating and improving 
the orientation and indoctrination of employees and by providing each BI 
employee with s convenient reference concerning the proper procedures te 
be followed in dealing with any of the more common BI probleme or 
operations 
Ii, COMB: The BI Procedures Manual will deal with all BI activitica of 
& permanent or sent-permanent nature, both administrative and substantive. 
Matters covered in ary instruction by a higher authority wili be dealt 
with in thig series only when it Is considered neceseary, General INR 
policies end instructions will be found in the IWR Procedures Marual, 
which this wamual ie designed tc supplement, Sach employee is required 
by INR Procedures Manual (INR PH) No, 1 to be familiar with the sontents 
of the INR Procedures Memialsy BI/OC (Office of the Chief) and each Branch 
will maintain « complate loose leaf notebook fle of this mamusl fer read~ 
ing and reference purposed. 


TkY, PHOCETUREs, The individual, inetractions will be approved and issued 
by BI/Of as they are completed, ard wil de mabered according to the sut-= 
‘ane for the manual, Revised instructions will be issued as necessary to 
kenp the manual current, Zach BI employee will receive a copy of each 
dnwtruction in the series, and will maintain a loose leaf notebook con~ 
taining @ complete file of these instructions. He is required to be 
fanittiar with their contents, and to comply with them, Any modification 
of these inetructions for individual branches mast be formally approved 
by BI/O0, and such approval will. be given only on the basis of adequate 
written jnetification from the Branch Chief concerned. 
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BI PROCEDURES MANUAL Instruction No, 1 
February 17, 1961 


SUBJECT: BI PROGEDURES MANUAL--PURPOSE AND SCOPE 


I. PURPOSE: The purpose of the BI Procedures Manual is to establish the most 
effigient procedures possible as standard throughout BI in order to increase 
over-all operating efficiency and to stimulate interest and initiative in 
improving all aspects of BI work, ‘The fact that there has been no up-to-date 
set of BI procedures and no systematic method of keeping them current has 
caused existing procedures to be frequently ignored and has reaulted in 
extremely diverse--and sometimes inefficient--practices in individual branches 
and sections of BI, 


The improvement and standardisation of procedures throughout BI should prove 
beneficiel to all concerned by facilitating and improving the orientation and 
indoctrination of mew employeesy and by providing each BI employee with a conven= 
lent reference \from which he may refresh his memory at amy time concerning the 
proper procedures to be follewed in dealing with any of the more common BI prob- 
lems or operations. 


II. SCOPE: ‘The BI Procedures Manual will deal with all BI activities of 4 

permanent or semi«permanent nature, both administrative and substantive. Mat~- 

ters covered in any instruction by a higher authority will be dealt with in this 

series only when it is considered necessary. General INR policies and instruc~ 

tions will be found in the INR Procedures Manual, which this manual is designed 

to supplement. Each employee is required by INR Procedures Manual No. 1 

(INR PM No, 1) to be familiar with the contents of the INR Procedures Manual; 

BI/oc (Office of the Chief) and each Branch will maintain a complete loose leaf 

notebook file of this manual for reading and reference purposes. 

Chee iret bey Thee dene taete ¢ Chay gg ar TE, ae Mf baw cf Ces Chee Ca ap piete bas ereg beef fp 

TII, PROCEDURE: The.BI. Procedures Comittes,hes primary responsibility for 

drafting the inetructions-in-the BI Procedures. Mamal-series, “frris~commbttes 
the-viens Or all start menbers at all tinés, Individual instruc- 


will weleone- 
tions will be approved and igsued by BI/OG as they are completed, and will be 
numbered according to the outline for the oureens, Revieed: instructions: will 


25..necessary “to heep the namel currents 


AR NACI LANE HE MEN A oA tN A cee RET ee Rte eT 


GBach BI employee will receive a copy of each instruction in the series, and 
will maintain a loose leaf notebook containing a complete file of these instruc- 
tions, He is required to be familiar with their contents, and to comply with 
then. Any modification of these instructions for individual branches must be 
formally approved by BI/oc, and such approval will be given only on the basis of 
adequate written justification from the Branch Chief concerned. 


Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2 


. : - 91R000100180002- 
pf BRIoNed For Raese 2000/09/01 : CIA RPE Stone" eee ean ieee 


CEDURES MAH iF 
February 23, 1961 
SUBJECT: INDIVIDUAL POSLTION GUIDES 


ZX. PURPOSE: This instxuction establishes the requirement that each BI employee 
prepare and maintain an orientation and reference guide containing essential 
information concerning his position and specific responsibilities. The primary 
purpose of this guide will be to facilitate the transfer of duties, whether 
between outgoing and incoming ewployees or between two employees remaining in 

BI, and whether the transfer is to be permanent or temporary. This guide should 
supplerent on the Level of the individual position the information the BI Pro« fi 
eedures Mamial provides on the Division level in order te enable someone azsuwn~ 
ing # position to benefit from the experience of his predecessor and to perform 
the duties of the position effectively with a minimm of delay. 


. oe Ey Gelder) geet ceed ens ceding beet beet shay; be ba bad €, 
It, CUNTENTSs: The individual position guides will differ in content for clerk/ 
typlots, analysts, supervisors, Branch Chief'a,”and others. However, each guide 
should inelude a copy of the job deseription, supplemented if necessary by a more 
realistic or understandable deasription or outline of his actual work, and ars 
other useful information on the position as such. ye renee ONT once 


Ae sesh Typiste. In addition, clerk/typists should include in their 
guides a List of adwinistrative records mainteined, and such things as trans- 
Literation, alphabetization, and filing guides (prepared by the analyats con- 
cerned) for each lof the countriegywwhich they work, 


i Crowd & 


B. Analyste, [Those] with analytical responsibilities should include the 
following Informat 


ion arranged by county (or field of responsibility within a 
eountry, if more than one analyst works ra th the samgjcountry) for the sake of 
flexibility in trensferring responsibility for any given country: 


guide to the Department's system for the transliteration of the language con- 
cerned "to English, and any special alphabetisation and filing rules (see BI FH 
Nos. LO=1)2). he ie t j estuth te Ca velirtes 

* cle Biba en Clee Oe TO br eae beat 1A 


G. Supervisors and Branch Chiefs: {In addition, those) withl supervisory 


8 shou neduae such information on staffing patterns and prob- 


of each empio veg and any additional information similar to that listed above. 

{ Fickwal ai, Gali ¢ aac el 
TIT. PROCEDURE: Each BI employee should prepare without unreasonable del the 
information appropriate for his individual position guide (as outlined above] and 
submit it to his inmediate supervisor for review and comments, The guide should 
be kept reasonably current at all times) and should be carefully reviewed and 
updated well before any expected absence or scheduled departure, Material fox 
the individual position guides will be inserted in the designated seetion of the 
lopespdevearriep me leasie ee dort! ExreR DFS 1590954 ROO0100180002-2 
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BI PROCEDURES MANUAL Tnetruction No. 5 
ee eg a serge ae Febraary 23, 1961 
SUBJECT: BX PROCEDURES COMMITTEE =. 
- rae ae oe 


I, PORPOOR: This instruction establishes a BI Procedures Comittee 

charges it with responsibility for making such recomendations to Br/00 as ae 7 
may consider neceesary in connection with the BI Prenedure’ Mammal and ite feo! 
individual, dx ions of aduinistrative, processing, und production matters. 


. pa a ¥ won: gal. lt he) Cha ara , 
its GP snl or Pron tee ‘bs a permanent comlttesc 
eompoge re! appointed by the Mivision cat * —_ sc recall 
Bivleion Chiat serving as an_ex- neces uber, One—of-4 pee beret ers 
will bs.a.civli. Service expleyer -e-Pore iter. Other BI 


den Ste = es a 
employees may be deaignated by ply ol te participate ra the work of the Comit~ 
tee on an ad hoe basia. ‘The other duties of mevhbere of the Comittes will be 
adjusted a8 much as possible to give priority to their work on tha BT Proce« 
dures Marais 


TIE, BESPONSIBILITING: The BI Procedures Committee ta reaponaible fers 


(1) exercising broad initiative in connection with the preparation of 
the BI Procedures Mamaly 

(2) consulting with Bronck Chiefs and othors(as requested, or at the 
direction of protege on problems related to the inplementation of instrugtions 
gontained in th a ond 

(3) initiating, and considering revomendatione for, revisions or sail 
nents to the Manual, 


PRocebuRRi: The Committee has primary responsibility for the drafting of 
inaivEGGeT testeuctions, tat the final draft will represent tho ideas and, aa 
mach ao possible, a consensup of opinion of the antire Division, Therezeora, 
noreal Comdttec procedure will be tos 


{23 draft 9 version of the individual instruction upon with At ugressy 
2) congult aach Branch Chief, requaating hie general ares 
peoific suggestions concerning the draft; 
(3) weleore coments and suggestions from othera, requesting them when 
4% ie known that an individual is particularly interested in the aubjest in- 


volved. 
ch) propare a revised Coomittee draft, taking inte consideration 411 

gomments and suggestions received; 

{§) congult Brareh Chiefy and interested individusls agein, if the revi- 
gione that may have been sade appear to warrant 1; and 

(8) gubalt the final Cemittes draft to the Division Chief for review, 

jy and issuance, together with written coments concerning arese in 

wideh general agreanent was not reached. 
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(GLASSIFIGATION) Attachment 


COUNTRY GUIDE 


for 


(Name of Country) 


The analyst responsible for this country should provide the following 


information in his Individual Position Guide, using separate sheets as 
necessary. 


1. List of types of files maintained. 
2, List of most useful official and unofficial reference works. 
3. List of most useful contacts (subject, name, agency, address, and 


phone number). 
4. Copies of items essential for efficient work on this country, such 


as transliteration and alphabetization guides. 
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Instruction Ne. 4 
March 14, 1961 


SUBJEST: INDIVIDUAL POSITION GUIDE 


1. PURPOSE: Thia instruction establishes the requirement that each 

BI exployes prepere and maintein an intividuel position guide containing 
eanentiel orientation an? reference information on the specific respons 
{bilities of his job. Thie infividual pesition guide will serve to 
sunplement the more genere!l instructions of the BI Precetures Manual. 

anit adapt those instructions to the individual peaition. Such a guide 
should enable a new employee to beneflt from the experience -f his 
predecessor and to perform the duties of the position effectively with 
a minioum of delay, 


IZ. ONTENTS: Although the guides will differ in content for the various 
positions, each guide should include ea copy of the job description, 
surplemanted 1f necessary by a more realistic or simplified description 
of the actual work requirements, Lac, Inrmediately before an extented 
axeonce, perstnent departure, or transfer of duties, enc: employee should 
include in bie guide helpful inferm: tion on the current stetus of eny 
4wportant taska pending er in progress. Each employee should ‘also’ 
inelude the following -dditional inferm:tion,/ depending upon which 
category applies to birt: = 


A, ¢ 
1, List of administrative records maintained, — 

2, Alphabetization ond transliteration guides (prepored by 
respective analysts) for each sountry/ with which concerned, : 


Ba bean omer, Pal tes 


B, 


e Staff 
1, Udet of records an? files meintained, 
2, “List of tyoes of repreduciny machines ant directions for use, 


3, Anclyeta (by country) 
1, bist off types of files maintained, 
2, Useful ref-rence worse, 
3, Contacts in the intelligence community, 
4, Alphabetization and trancliteration guides, 


CB Branch Chiefs and Sunervigorg: Branch Chiefs end supervisors 
should tneolude other useful inforration as aopropriate, in eddition te 
that require’ above for any enalytioal responsibilities they may perform. 


> R, Others: Other staff members with unique responsibilities will 
Anelude pertinent infermetion similar to that infiested above, 


III, PROCEDURE: 4n individual position guide shculd be prepared without 

unreseconeble delay ‘ty each BI employee and submitted for review to the 

immedi-te supervisor concerned, The guide should be carefully reviewed 

an’ update* well before an expected absence, scheduled departure, or tranefer 

of ei pele oe position guide rege es yp iaedans in Aa satanete? 

seo 0 f notebook conteir he BT a . 
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IV, “SLASSIPICATION: In mot cases the over-all classifiertion of 

lnAtwiaent nocttien guides will be CONFIDENTIAL. 


t. fod alesul 
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COUNTRY GUIDE 
for 


SWEDEN 


FILES 


1. Information Card File 

2. Category File 

3. Group Folders 

4. Dossier File 

5. Deceased File (cards and dossiers) 

6. AtoZ File (Work Cabinet: drawer #/) 
7, Backlog (see Work Cabinet, below) 


USEFUL REFERENCE WORKS 


1. Sveriges Statskalender (Swedish State Directory) 

2. Vem dr Det (Who's Who) 

3. Utrikesdepartementets Kalender (Foreign Office Directory) 

4. Telephone Directories (Stockholm, GSteborg, Uppsala) 

5. Sveriges Adelskalender (Swedish Calendar of Nobles) 

6. Swedish-English Dictionary 

7. Despatch # , entitled "Division of Political and Economic 
Power in Sweden," Stockholm, May 12, 1945. CONFIDENTIAL. 
(see Work Cabinet, drawer #2) 


6. Aus 
CONTACTS 


STATE/BNA (Desk Officer): Mr. William B. Cobb, Jr. 
Room 5515, NS/Ext. 
Telephone: Ext. 4207 and 4208 


STATE/REU/BNC (Research): Mr. F. Herbert Capps, 
Room 7524, NS/Ext. 
Telephones 5412 


Military : Mrs. Margaret Nathan, 
OACSI - Western Division, 
WEWH Branch, Room 2=d=4,75, Pentagon. 
Telephone: Code 11; Ext. 54064 
Labor Department : Mrs. Betsy Crosby 


Telephone: Code 110; Ext. 24,85 
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Att achment 
Page 2 


QTHER USEFUL GUIDES AND REFERENCES (Attached) 


1. Alphabetization guide 

2. Category Index for Sweden 

3. List of Key Personalities x 
a \. NIS-KP-SWEDEN, April 1956 (SECRET) > 


. Country Data Book ~~ 


CONTENTS OF WORK CABINET, DRAWER #2 
Félers: 


1. BI Procedures Committee 
2. Work Folder 
3. Pending 
he Icelandic Directory (Project) 
5. NIS 
a. Project in progresa (NIS-KP-Finland) | 
b. General NIS Instructions and references 
6. BDR's to be rated & Box File ; 
ep Ge Vea iaeim 
Ge. eclande 
Gd. Deney 
eos 4. @. Sweden folder: hold for rating 
C7- i.) 
12. Statements for Inspectors' Briefing Books 
13. End-User Reports - FSO Commendations 
14. FSO Performance ratings 
(15-19 4» Backlogs 
. Be ry eka 


“6. dethede 
Ge luee oe. 
e. Swedish (documents marked for processing ) 
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ts BI PROCEDURES MANUA Instruction No. 5 
7 March 3, 1961 


SUBJECT: BI PROCEDURES COMMITTEE 


I, PURPOSE: A BI Procedures Committee is hereby established and charged 
with responsibility for advising BI/0C concerning the preparation, imple- 
mentation, and revigion of the EI Pronedures Manual. 


IT, COMPOSITION: Two of the three members of this permanent Committee 
will be appointed by the Division Chief, and the Depaty Division Chief will 
gerve as Chairman, ther BI employees may be designated by BI/OC to par-~ 
ticipate in the work of the ComAttea on an ad hog basis, ‘the other duties 
of members of the Comittes will be adjusted as mich as possible to give 


priority to their work on the Pe te fess eave! 


III, PROCEDURES: The Committgé has primary responsibility for the dratt- 
ing of ual instructions, butcas meh as ] ossible) the final dreft 


thus , Beerefore), on each draft instruction the Committes will invite conmmnts 
interested in the subject, The final, Committee draft will be subnitted 


to the Division Chief for review, approval, and issuance, together with 
written comments concerning areas in which general. agreement was nol reached. 


Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2 


4 


Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2 


Inetrustion No. 6 
March 14, 1961 


I FURFOSEt This instruction establishea a atantard am fornel 
procedure for the orfentstion end indoctrination of nami each new BI 
employee, and tx for the implenents'ion afxkeexxsqukxeanin in RI of 
the requirenente of INR PH No, &, Thies orientstion an? indoctrination 
pro;rem should provide the new employee with « clear understanding of 
his position in BI and of BI's rele in the intelligence conmunity, 
thue increasing the degree to which both the new employee ard PBI will 
benefit faxaxee from his aesignment to BI. 


II. QHEQE-OFF LIST: The attache? oveck~off List 18 designed to 
facilitate the early end effective assumption of duties by insuring 
the orderly and timely completion of all ecsentiel etens in the FI 
ortentation and inlootrination process, 


IYI. PROCEDURE: Each new employee will be given the BI orientetion 
sheok-of? list when he first reports to BI/O0 for duty, and with the 
-widence and assistance of cis immediate gupervieor or Branch @hief 
he should complete the steps listed within two weeka after entry on 
duty end in the general orter given, Swexikeicxatowkk The completed 
list should be returned to RI/O, where it will beeeme part of the BI 
personnel records, 
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Attectorent 1 
Merch 14, 1961 


Nane 
Title Grade EOD 


Aseigned to 


This check-off list ie designed to twwerw facilitate the early and 
effective assumption of your duties by inguring the orderly and timely 
completion of all essential ateps in the BI orientetion and indootrinstion 
precess,. 


The steps listed below should be comileted within two weeks after entry 
on duty and in the genersl order given, 4a the steps are completed, the 
Branch Chief, immediate supervisor, or interviewing officer diould insert the 
date and hie initiate. 


Tete Initiale of 


Be tntroduced to the BMvleion Chief, his deputy, 
ant the BI/00 ateff; 

Ba introduced toe the Ghief of the Branch to which ee eae 
assigned ond to other personnel in thet Branch; 

Be briefed by tie Unit Security Officer, and become 


familiar with the Department Sequrity icgule 
Beeore fawllier with the INK Frocedures Haenuel 
Be given for retention a copy of the BI Proesdures 
Manvel, with an explanation of ite purpose and use; 
Be given ea trief oral description of your duties end Lo meen 
their relationship to the over-all operstiona of the 
Branch, Divieion, Offlee (RFBP, Bureau (IWR), the 
Department, and the intelligence community; 
Be given for retention a copy of the individual Boe see ied tee ee ee eee 
position guide for your position, with an 
explanétion of its purpose and use; 
Be introduced to the other Branoh Chiefe, the ee I a ale ae 
personnel of their branshes, and FOU personnels, 
Be introduced to the Jequisition and Reader Servlees oe eee 
personnel end facilitgxes in LR; 
£8 an analyst, be introduced to the Offiee Director ee een 
ani his etaff; check cut the RFB Orientation 
Notebook (reading file); 
If an anelyst, be introduced to counterparte In the 2 a ern 
regions! offices of INR, the geographie bureaus, 
and other agencies (lepartuental and intelligence 
comunity contacts with vhom you will have 
frequent contacts); and 
If a Branch Ghief, be introduced by the Divigion a aM EN ee ee Pe eRe 
Chief to the Deputy Cirector end the Treeutive 
Pireator of INA, 
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BI PROCEDURES MANUAL Ineatruction No, 12 
February 20, 1961 


SUBJECT: OFFICE HOURS AND ETHICS 


I. PURPOSE: Thio instruction sete forth office rales and ethical norms 
for BY employees concerning office hours, tine authorized for lunch hours 
and coffee braaks, and what is expected of aach BI employee during his 
working day. In order to improve office effielency and morale, any irreg- 
wlar and unethical practices that may have existed in the past must be 
eliminated, 


TI. POLICY: The eight-hour working day in BI extends from 4:h5 a.m. to 
5:30 peme Only 5S minutes time is authorized for lunch, and the author~ 
ized mid-morning and mideafternoon coffee breaks sre limited to 15 minutes 
each, Each employee is expected to devote the remaining 7 1/2 hours of 
the working day to his official duties, 


Any additional time the employee devotes vol:mtarily to his duties 
is to be considered favorably in evaluating performance, just as any 
tendency to put in less than 7 1/2 hours of actual work ie to be consid~ 
ered negatively (see INR PM No. 5), Overtime work is voluntary and none 
compensatory, except in unusual circumstances when compengation is 
authorized by higher authorities, Whenever feasible, compensatory over~ 
time should be authorized first to those who have put in voluntary overtime 
on their owm initiative, Normally overtime work assignments will not be 
given to those who show an inclination to disregard regulations concerning 
office hours or to use frequent or excessive sick Leave, 


Offictal duties are to be commenced by 8215 aem., which means that 
any coffee or breakfast anack before begimming work in the morning mat be 
completed prior to that time. The working day should not be interrupted 
with long personal or unofficial conversations over the phone or with 
co-workers. Such pastimes as working cross-word puzzles or writing per- 
sonal letters are completely out of place during the working day. 


The work of any unit or individuel is naver in such good shape that it 
cannot be improved upon, so no one should ever feel he haa nothing to do, 
Part of the job of each individual is to study out ways in which his work 
can be improved in quality and performed more efficiently. It is the 
responsibility of each individual. to seek out things that need to be done, 
but supervisors should attempt to assure themselves that their subordinates 
have clearly understood work assignments to perform at al1 times. 


TIT, ETHICAL CONSIDERATIONS: BI is composed of individuals, and only aa 
individial employees put forth their very best efforts will BI be able to 
perform its functions well and to strengthen this important area of the 
intelligence effort of the United tates. Each BI employee should have 
sufficient personal integrity, pride in his work, and concern for the 
well-being of the United States to be willing and eager to put forth his 
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best efforts unselfishly. Any employee who does not put in a full working 
day at his official duties defrauds himself as well as his Government, 
disrupts office routine, and contributes to an undermining of office 
discipline and morale, 


An employee will derive benefit from his work In BI and make a real 
contribution to BI in direct proportion to the amount of sincere, devoted 
effort he puts into his work, regardless of the level at which he worke or 
the type of work he performs. Thus the employee who defrauda the Govern= 
nent by accepting pay for services not rendered and begrudges any extra 
time his work may require is of marginal, if not negative, value to BI and 
the United States. Only when one can honestly say he is serving the best 
interesta of the United States can he validly say he is serving hia om 
self interests, 
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